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Chief, Hecords Management Seorf ), Hareh 1957

Records lMmmagement Officer for Heports and Correspondence

[

}’7&%10'&&1 Archives and Records Service Correspondence Manapgement
dorkshop, 25 February - 1 iarch 1957.

1. Attached i3 an agenda of the workshop I attended last week.
This was the last of two workshops given for representatives of Federal
Agencies in the -ashington, J. C, Area, Fach member was asked to
attend as an observer to determine the following:

a. The relative merits of the workshop.

b, What portions of the workshop should be given in his
Agency?

c. W"ho should be given the training?

d. Who should give “he training, i.e., agency personnel
or members of the National Archives and Records Service?

2, The workshop was actually three workshops in one, either
one of which can be given independently of the others, Here are my
observations on each, and my opinions on their application to improving
corresnondence practices in headouarters,

Correspondence HManagement (the first and last two sessions

of the workshop) Terry feach, as usual, did a fine job of
selling correspondence managewent as a paperwork management
teol., He alsn offered excellent advice to those responsible
for correspondence management programs, The text of his,
"Introduction to Correspondence lManagement,” would be most
appropriate in a presentation to Operating Officials in head-
quarters, However, in the main, his session, "Installing and
Operating a Corresporvience lianazement Progran,” covered mate
erial of interest prineipally to the number one person in an
apgency responsible for its correspondence management progran.
T therefore racommend the following with respect to this
portion of the workshop,

a. That we use Terry Beuch's"script" in any promo-
tional presentations we make, This script may be obtained
from National Archives and Records Service.
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be That we dewvelop our own material on installing
and operating a correspondence managerent wrorram ah the
Oneruting Office levsl,

+lain Letters -- Thia portion of the workshon reauired the
equivalent of tuo days, There wore eight sessions, two sessions
each on the four "U's" - Shortness, Jtrength, 3implicity, and
Sincerity, The hsndbosk, 2aly Letters, was the only textbook
used, Pach session, consisted of & coprehensive analysls of
one of the four "s" factors through lectures, nractical exercises,
and Jiscussions, Ior those who had vever applied the hs formula,
these sessions were a revelationy for those who had, they were
excellent refreshers, While the !is formmla applies urinci-
pally to letters, it can be applied effactively to wemorandu s,
staff ppers and obher forms of internal corresponience, I
therefore recommnds

&, ‘That a member of the & ency Writing “orkshop
attend the next Tlain Letters workshop conducted by
Hational Apchives and leecords lervice, to determine the
appropriatenass of including the hs Formula in training
given by the Writing "orkshon JStaff,

,  That we consider apgain the development of a series
of writing puldes o keern alive intere-t in effective
uriting,

Form and Guide Letters -~ The texthooks for this portion of the
workshop were thae U4 handhooks Fors letters and Uulde Letters,
filthnuprh these are excellent manuals, they could never supnlant
the training glven by the workshop through lectures, graphics,
exhibits of eoulpment, practice exercises, and discussions,

From this workshop I pained an entively new povspactive., In
particular, T feel that form and guide (or vatiern) correspondence
can be used to a much greater extent in headouirters, I therefors
recommends:

a. That T go forward with v plans to publicize the
advantages of forw and pattern corresp-ndence,

b, That we econduct a workshop for Area lecords Officers
whose responsibilities should cover the develo .ment and use
of form and pattern correspondence,

ce That the material used 'n the Natioral irchives
and records Service Correspondence Hanapement Workshop be
procured for this training propran,
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